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Intended Audience and Content

This How-To-Guide is intended for Local Educational Agencies
(LEASs) operating the National School Lunch Program (NSLP)
who are required to conduct direct certification.

The following slides provide guidance on how to conduct direct
certification using File Upload: Case Number when using the
Arizona Department of Education (ADE) CNP Direct Certification
matching system.

Attendees are expected to already understand how the ADE CNP
Direct Certification matches students for free meal benefits prior
to reviewing this How-To-Guide. Please review the How-To-
Guide below before continuing:

- Step by Step Instruction: Introduction to CNP Direct Certification
in CNP Direct Certification/Direct Verification
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Step by Step
Instruction:

How to
Conduct Direct

Certification
using File
Upload: Case
Numbers

Objectives

At the end of this training, attendees should be able to:

understand how to conduct CNP Direct Certification using File
Upload: Case Numbers;

understand the CNP Direct Certification match results; and

be aware of common errors that come up using this search
method.



Throughout this guide there will be comprehension quiz questions
to test your knowledge and help you apply what you're learning.

Comprehension Be sure to review these quiz questions and the answers, available
Check within the guide.

This icon will indicate a comprehension quiz question, and the
background of the slides will be a light pink like you see on this slide.

) :°




Step by Step
Instruction:

How to
Conduct Direct

Certification
using File
Upload: Case
Number

The Step by Step Instruction will review:

Overview of the CNP Direct Certification Process Slides 6-11

Creating an Excel Spreadsheet using Case Number Slides 12-29

Log into CNP Direct Certification Slides 30-37
File Upload: Case Number Slides 38-45
Results of CNP Direct Certification Slides 46-52
FAQ: Results of DC Report Slides 53-58

The following slides will only cover how-to instructions for File Upload: Case Number.
Please refer back to the ADE Online Training Library for other How-To-Guides
regarding other ways to search in CNP Direct Certification.



http://www.azed.gov/health-nutrition/nslp/training/

Overview of the CNP Direct
Certification Process




Direct Certification

Direct Certification is the process of determining which children are
eligible for free meal benefits based on documentation obtained
directly from the appropriate state or local agency. Children directly
certified will automatically receive free meal benefits without

Overview Of submitting a household application.

the CNP Direct ADE has created an online computer matching system called CNP
Direct Certification which allows LEAs to directly obtain

confirmation from such agencies to determine if their students will

Certification
Process qualify for free meal benefits.

LEAs can access this system at any time to generate documentation
that may be used to certify students for free meal benefits within

the program year.

Searching For
Students
7



Searching for Students

1. Choose the search method:

- File Upload: Create and save an Excel file that contains a list of
student data. The file is then uploaded into CNP Direct Certification.

* Individual Student Lookup: Type student data directly into the table
in CNP Direct Certification.

- State Match: If your district assigns Student Accountability
Information Services (SAIS) IDs, you are able to select your site that
has pre-populated enrollment information in a dropdown found in

Cert[]ciCatiOn CNP Direct Certification.

Process 2. Choose the data format you want to use to search for the
student:
* First Name/Last Name/Date of Birth (Standard Format)

* Social Security Number
* Student Accountability Information Services (SAIS) ID

Overview of
the CNP Direct

« Case Number

SAIS Details



Overview of
the CNP Direct

Certification
Process

Student Accountability Information Services ID (SAIS IDs)

SAIS ID - Arizona Department of Education (ADE) assigns each student
with a SAIS ID that acts as a student identifier from K-12t" grade.

Student data is pulled from pre-populated enrollment information in
AzEDS, via the SAIS system. SAIS IDs can be utilized to conduct CNP
Direct Certification only if the site uses AzEDS to send information to the
SAIS division of ADE.

If your school does not report AzZEDS data to ADE, the State Match
option will not provide results and will show zero (0) students. This will
also affect all search methods using SAIS IDs such as File Upload using
SAIS IDs and Individual Student Lookup using SAIS IDs.

SAIS Support Center:
Phone: 602-542-7378
Toll Free: 1-866-577-9636
Email: ADESupport@azed.gov

http://www.azed.gov/student-accountability/
Case Number
Search
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Overview of
the CNP Direct

Certification
Process

Case Number Search

Historically, LEAs had the ability to enter a case number provided on a
household application only during the time period of annual
verification activities. LEAs would enter the case number if the
application was selected for Verification to attempt to directly verify
the household’s eligibility for SNAP or TANF. LEAs may now use the
CNP Direct Certification system to enter a case number provided by a
household as an attempt to directly certify all students on the
application.

The LEA may search for the case number in the CNP Direct
Certification system only after the case number application has been
deemed complete and the household is provided free meal benefits.

* Please refer to the memorandum HNS: 13-2016 CNP Direct Certification
Enhancements for further guidance on searching for case numbers.

10
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Overview of
the CNP Direct

Certification
Process

File Upload: Case Number

This method is recommended to search the eligibility of a large

number of case numbers.

Arizona Department of Education

Home File Upload ‘ State Match Individual Student Lookup ‘ Reports ‘ Administration Help ‘ Common Logon Logout ‘

£» Home > File Upload CNP Direct Certification / Direct Verification

File Upload

Use this page to check the eligibility of a large number of students by uploading (or sending) a file to ADE.

The file upload must match one of the 4 upload formats {see the Help for more information), which defines the type of upload you are performing.

If you are unsure how to save a ".csv" file please refer to the Direct Certification Manual or contact your specialist at (602) 542-8700 for more information.
THE DIRECT VERIFICATION FUNCTIONALITY IS NOT AVAILABLE AT THIS TIME. Note: Direct Verification will become available on 10/1/2016.

The "Case Number Format" upload is only available when Direct Verification is available

You may dewnload the results as a ".csv" file (compatible with Microsoft Excel) by clicking on the "Download" button.

The results for files containing more than 10,000 students will be available as a download only.

Options
(2] Show these students in the results:

File Upload

Select a File to Upload

& Welcome Aidaly Rodriguez

= Print this page

(2] Check all that apply:
53]

Students that Match
tudents that Don't Match
[¥] students with Upload Messages

Click here t

(2] Check here to do a Direct Verification search

Results

Waiting for your file upload...

Upload your

Excel file here.

11
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Numbers




Creating an
Excel

Spreadsheet
using Case
Numbers

1. Open the Excel application & on your computer.

Your screen should display a blank spreadsheet as shown below:
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Creating an
Excel

Spreadsheet
using Case
Numbers

2. Type the word CASE into cell Ax.

14



3. Starting on row 2, type the first case number. Please
note, Excel will automatically remove any leading zeros.
Once the file is uploaded, the CNP Direct Certification
system will automatically add them back.

Creating an

™ Al
EXCE[ y CHu:me Insertca”b:age Layout v llpm.
Spreadsheet e 2T
using Case —
Numbers T

Please note, a case
number is 8 digits
or less. Do not
enter hyphens
between the
numbers.

HEmMHmtﬂh;l




Comprehension

Check

What should you type in cell A1 when creating the file using Case

Numbers?

A.

B
C.
D

SSN

The social security number for the first student
CASE

File Upload Case Number

16



Comprehension

Check

What should you type in cell A1 when creating the file using Case
Numbers?

A. SSN

B. The social security number for the first student
C. CASE

D. File Upload Case Number

The system will only accept files that are formatted correctly. Be
sure the first column, first row (cell A1) says CASE. Anything else
in that first cell will create an error and will not produce search
results.

&

17



Creating an
Excel

Spreadsheet
using Case
Numbers

4. Repeat the steps for every student. Each row must
contain a single case number.

EX ™ B R el

File Home Insert

@ & cut
—— 53 copy -
Paste

- 3 Format Painter
Clipboard

Page Layout Fq

Calibri =11

B I U~ | -~

E40 v

A B
CASE
23560874

59687
15989687

4356938
1235
459875
22659963
14789547
10 | 12569852
11 14896

=D TN = R, B TR N R
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How should the case numbers be formatted when they are
entered in the spreadsheet?

A. All digits listed with hyphens creating groups of numbers
(example 12-34-56-78)

Comprehension B. A8”) digits with spaces between each number (example 12 34 56
Check !

C. Alldigits with forward slashes in between the groups (example
12/34/56/78)

D. Alldigits with no spaces (example 12345678)

&
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Comprehension

Check

How should the case numbers be formatted when they are entered
in the spreadsheet?

A. Alldigits listed with hyphens creating groups of numbers (example
12-34-56-78)

B. All digits with spaces between each number (example 12 34 56 78)

C. Alldigits with forward slashes in between the groups (example
12/34/56/78)

D. Alldigits with no spaces (example 12345678)

The system will search the DES database for exact matches. This
means the case numbers need to be listed exactly like they are in
the DES database, which is 12345678. Refer back to slide 15 for a

reminder about this guidance.
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Creating an
Excel

Spreadsheet
using Case
Numbers

5. When all of the case numbers have been entered, click

Save As
-

found on the top Excel menu, and choose the option

AT 9 - © - ——

Home Insert Page Layout Formulas Data Review
L, Cut 2 | =

& Cu Calibri 1 or A = g%]
—— 53 copy -
Paste =N - A-l===

- F Format Painter B I U = & — = ==
Clipboard Fa Font T
E40 ! '

A B Home Insert Page Layout Formulas Data Review View Acrobat
1 CASE I save .
> | 23509874 Information about Bookl
3 59687 Permissi

. ermissions
4 | 15989687 g Anyone can open, copy, and change any part of this workbook.
3 485698 Protect
g 1235 Workbook ~
7 459875
8 | 22659963 Recent . Prepare for Sharing
g9 14739547 (@ Before sharing this file, be aware that it contains:
10 12569852 Mew Check for Document properties E-r'ld a-uth?r s na-me B
| — Content that people with disabilities find difficult to read

11 14896 Print
12
12 Save & Send Versions
14 Help @ ] There are no previous versions of this file.
15 Manage
16 ] Options Versions -
17 [ it
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A new window will appear. It should look like this:

— — Formatting = Table ~
B Save As | 2% |
] @vh@ » Microsoft Excel - | +r | | Search Microsoft Excel P |
C L Organize » S .ﬁ
rea tl ] ‘ ] 5 Microsoft Excel Tl No items match your search.
E Xce[ © Favorites
. Libraries e

Spreadsheet Pl

< HP_RECOVERY (D:)

L] L==
using Case
~+ emolcha (\\fileh\home) (H

& INFO Q\FILED) () -

Numbers

Save as type: IExceI Workbook

DO NOT CLICK SAVEYET!

Authors: Add an author Tags: Add a tag

[[] Save Thumbnail

+ Hide Folders Tools ~




Creating an
Excel

Spreadsheet
using Case
Number

6. Select the location where you want to save the file.

r Save As - u

| » Direct Certification Reports - | +y | | Search Direct Certificati.. 2 |

Orga New folder = ~ (7]

[ Excel il MName Date modified Type Size
) Mo items match your search.
. Favorites

B Desktop
l4 Downloads

=5 Recent Places

] Libraries
. NSLP

I Memaos

11

| Certification for 6 cents
| HNS Memos

-

File name:

Save as type: lExceI Template

DO NOT CLICK SAVEYET!

Authors: Add an author Tags: Add a tag

# Hide Folders Tools - l Save l l Cancel ]
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Creating an
Excel

Spreadsheet
using Case
Numbers

7. In the field File name, enter the name of the file. As a
best practice, you should include the date you created
the file within the file name.

ir@I Save As

-

=5

| %'h » Direct Certification Reports

= |44 || search Direct Certificati.. |

Organize ~

New folder

= -

o

@ Microso

ft Excel

-
Name

" Favorites

M Desktop

4 Downloads
=» Recent Places
] Libraries

|, NSLP

| Memos

| Certification for 6 cents
|

HNS Memos

Date modified

Type

Mo items match your search.

Size

DO NOT CLICK SAVEYET!

File name; DirectCertReport Aug22
Save as type: [Excel Template

Authors: Add an author

# Hide Folders

Tags: Add a tag

Title: Add a title

Tools = [ Save

|| cancer ]

For example, on the image above the file was created on August
22, so the file name DirectCertReportAug22 was used.
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Creating an
Excel

Spreadsheet
using Case
Numbers

8. In the field Save as type, use the drop down to select
CSV (Comma delimited).

@ Save As b

e

@@v‘ | » Direct Certification Reports

- ‘ + H Search Direct Certificati.. 2 |

Organize = New folder

[ Microsoft Excel Name

. Favorites
I Desktop
3 Downloads

m

‘< Recent Places
- Libraries

| NSLP

| Memos

| Certification for 6 cents
| . HNS Memos

o

Date modified Type Size

Mo items match your search.

File name: DirectCertReport Aug22
Excel Workbook
Excel Macro-Enabled Workbook
Authors: Excel Binary Workbook
Excel 97-2003 Workbook
XML Data
Single File Web Page
' Hide Folders Web Page
Excel Template
e Exc ] Macro-Enabled Template
=&cel 97-2003 Template
Text (Tab delimited)
Unicode Text
XML Spreadsheet 2003
Microsoft Excel 5.0/95 Warkbook

Save as type:

Formatted Text (Space delimited)
Text (Macintosh)

Text (MS-DOS)
CSV (Macintosh)
CSV (MS-DOS)
DIF {Data Interchange Format)
SYLK (Symbelic Link)
Excel Add-In

Excel 97-2003 Add-In
PDF

#P5 Document
OpenDocument Spreadsheet

CSV (Comma delimited)

Do not use CSV
(Macintosh) or; CSV
(MS-DOS) only use CSV
(Comma delimited).
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9. After you select CSV (Comma delimited) click

@ Save As M
%v| | . » Direct Certification Reports

COrganize ~ MNew folder == g

- | +y | Ijearch Direct Certificatt.. 2 |
- ——

( o [ Microsoft Excel Name Date modified Type Size
rea tl ] ‘ ] : Mo items match your search.
. Favorites
I Desktop

EXCE[ ¢ Downloads
<» Recent Places

.| Libraries

). NSLP

Memos

Spreadsheet
using Case
Numbers i —— i

)
| Certification for 6 cents
I HNS Memos

HI N L=l DirectCertReportAug 22

Tags: Add a tag Title: Add
Add an author

= Hide Folders Tools ~ ave I l Cancel l




Creating an
Excel

Spreadsheet
using Case
Numbers

Depending on which version of Excel is being used, the
following windows may appear after clicking [ s .

Click OK to confirm saving the file.

rl\l"licrcn*s.cll‘l Excel | P .|1

The selected file type does not support workbooks that contain multiple sheets.

,_g = To save only the active sheet, click OK.
= To save all sheets, save them individ@ally using a different file name for each, or choose a file type that supports multiple sheets.

o ] e

Click Yes to confirm saving the file.

Microsoft Excel

DirectCertReport Aug22.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this format?
. &
|® = To keep this format, which leaves out any incompatible features, click Yes.

= To preserve the features, click No. Then save a copy in the latest Excel format.

= To see what might be lost, click Help.

Lves J [ o | [ e |
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Can you save the Excel file by clicking the save icon 4?

A. Yes. Aslong as you know where you save the Excel file, it can be

uploaded.
B. Yes.Thaticon automatically saves the Excel file in the format
Comprehension needed for the search.
Check C. No.You have to click Save As and choose a .csv file before you
save it.

D. No.Thaticon doesn’t save the Excel file anywhere on your
computer.

&
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Comprehension

Check

Can you save the Excel file by clicking the save icon [=?

A. Yes.As long as you know where you save the Excel file, it can be
uploaded.

B. Yes.Thaticon automatically saves the Excel file in the format
needed for the search.

C. No.You have to click Save As and choose a .csv file before
you save it.

D. No.Thaticon doesn’t save the Excel file anywhere on your
computer.

The icon shown will save the file in .xls format. In order to use the
Excel file for direct certification file upload, the file must be in
.csv format. The Save As feature must be used in order to change

&

the file format.
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Certification




Log into CNP

Direct
Certification

1. Go to the ADE Health and Nutrition Webpage:
http://www.azed.gov/health-nutrition/nslp/.

ao 47T
S/\NS.-° A r i 7Z.0.N a Font+ | Font- Ammo.mgégy

Department of Education X

HOME ALL PROGRAMS STAFF DIRECTORY CONTACT ADE FAQ SCHOOL REPORT CARDS COMMON LOGON ADECONNECT

HEALTH & NUTRITION SERVICES

Home | Child/Adult Care ¥| School Nutriion Programs ¥| School Health Programs ¥| School Food Programs ¥| SummerFood | Memos | 9% Free/ Reduced |

You are here: Home / National School Lunch & School Breakfast Program -
» HNS PROGRAMS _ Hot Topics |
National School Lunch & School Breakfast Program

Home Event Registration |

Child/Adult Care > | U j\| s Mission:
) X , - Financial Info SJ
School Nutrition Programs > To safeguard the health and well-being of the nation’s children
1 by establishing good eating habits and providing adequate food
School Health Programs ; % e FAQ I
>

School Food Programs

Civil Rights |

Summer Food

ContactUs |

Memos

% Free/ Reduced
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Log into CNP

Direct
Certification

2. Click on [comenecon | found on the upper right of the
webpage.

S , (flE
A r [vzZao.n a Font# | Font-

Department of Education

HOME ALL PROGRAMS STAFF DIRECTORY CONTACT ADE FAQ SCHOOL REPORT CARDS COMMON LOGON ADECONNECT

HEALTH & NUTRITION SERVICES

You are here: Home / National School Lunch & School Breakfast Program -
® HNS PROGRAMS : Hot Topics |
National School Lunch & School Breakfast Program
Home Event Registration |
Mission: -

Child/Adult Care

: o Financial Info SJ
To safeqguard the health and well-being of the nation’s children

by establishing good eating habits and providing adequate food F A Q
for the children. l

School Nutrition Programs

School Health Programs

School Food Programs

Civil Rights |

Summer Food

ContactUs |

Memos

% Free/ Reduced

Click for

Home | Child/Adult Care ¥| School Nutrition Programs ¥| School Health Programs ¥| School Food Programs ¥| Summer Food | Memos | % Free/Reduced |
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COMMON LOGON

The gateway to secure data transactions and information

A new webpage will load. It should look like this screen:

NA DEphaTiENT
o EDUCATION
Password:

 Please note that our web pages have new functionality which will log you out and take you back to this page if your session remains idle for too long a period of time.

» We have changed our practices regarding passwords and user accounts. Click here for Current Password Process.
 Ifyou have lost your password Click here,
« Tolaunch an application the user must have a valid username and password and must agree that, by using that username and password, they will abide by the ADE Acceptable Use Policy.

» Any questions related to Common Logon account, please contact the ADE Support Center at (602) 542-7378 if you are in the Phoenix area. Qutside the Phoenix area (866) 577-9636 or E-mail enterprise@ade.az.qov, Or Click here for more information.

+ Check the MIS Bulletin Board for the latest news and information.

Log into CNP

Direct
Certification

You must have a username and password in order to access
Common Logon.

*If you do not have a username and password:

* Complete the form Common Logon Permissions for NSLP/Direct
Certification, requesting Direct Certification permissions, and send
to ADE. This form can be found on the ADE Program Forms
Webpage.

* Receive a common logon username and password to access CNP
Direct Certification/Direct Verification in 7-10 days.

33
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3. Enter your Username and Password.

COMMON LOGON

The gateway to secure data transactions and information

Password: | | | Continue >>

e We have changed our practices regarding passwords and user accounts. Click here for Current Password Process.

Log into CN

e If you have lost your password Click here.

[ ]
DI eCt e To launch an application the user must have a valid username and password and must agree that, by using that username and password, they will abide by the ADE Acceptable Use Policy.

e Any questions related to Common Logon account, please contact the ADE Support Center at (602) 542-7378 if you are in the Phoenix area. Outside the Phoenix area (866) 577-9636 or E-mail

[ rt " " t . enterprise@ade.az.gov. Or Click here for more information.
e I Ica IO ] e Check the MIS Bulletin Board for the latest news and information.




Log into CNP
Direct

Certification

You have successfully logged into Common Logon.

After logging in, your webpage will show all Common Logon Applications
you have access to.

The gateway to secure data transactions and information
Common Logon Application Menu

# CNP Direct Certification / Direct Verification
W CMP Verification

# CNPWeb
% LEA Profile
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Log into CNP

Direct
Certification

4. Click on

4 CNP Direct Certification / Direct Verification |,

—

The gateway to secure data transactions and information
Commeon Logon Application Menu

# CNP Direct Certification [ Direct Verification
# CNP Verification

@ CNPWeb

@ LEA Profile

Change Profile Logout
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Log into CNP

Direct
Certification

You have successfully logged into CNP Direct

Certification/Direct Verification System.

A new screen will load. It should look like this:

Arizona Department of Education

£ Home CNP Direct Certification / Direct Verification

Home

Welcome to the Arizona Department of Education CNP Direct Certification / Direct Verification System

ATTENTION:

Direct Certification and Direct Verification search functions may be used ONLY for certifying or verifying Eligibility of students enrolled or seeking enrollment within the District or

School requesting the information.

& Welcome Aidaly
Rodriguez

Information provided by this system includes student personal information protected by FERPA and may not be used for any purp|

USE OF THE CNP DIRECT CERTIFICATION / DIRECT VERIFICATION SYSTEM MAY BE MONIT ORED TO ENSURE COMPLIANCE.

Acknowledgement:

I acknowledge that my use of the CNP Direct Certificatiorfii Direct Verification system is in compliance with all restrictions stated
| 1AGREE/ GONTINUE | [ 1 DO NOT AGREE / EXT

User must read the FERPA
Compliance statement and
acknowledge appropriate
use of the system by clicking
| AGREE/CONTINUE in order
to proceed with CNP Direct
Certification.

37



File Upload: Case Number




File Upload:

Case Numbers

To start a search using the file upload: case number
method, click on gaisl found in the black menu bar.

Arizona Department of Education

Home | File Upload | State Match | Individual Student Lookup | Reports | Administration | Help | Common Logon | Logout

£ Home CNP Direct Certification / Direct Verification

Home

Welcome to the Arizona Department of Education CNP Direct Certification / Direct Verification System
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File Upload:

Case Numbers

A new screen will load. It should look like this:

& Welcome Emily Molchan

42 Home > File Upload CNP Direct Certification / Direct Verification

File Upload

&, Print this page

+ Use this page to check the eligibility of a large number of students by uploading (or sending) a file to ADE.

+ The file upload must match one of the 4 upload formats (see the Help for more information), which defines the type of upload you are performing.

« If you are unsure how to save a ".csv" file please refer to the Direct Certification Manual or contact your specialist at (602) 542-87006Q) for more information.
+ THE DIRECT VERIFICATION FUNCTIONALITY IS NOT AVAILABLE AT THIS TIME. Note: Direct Verification will become available on 10/1/2013.

+ The "Case Number Format" upload is only available when Direct Verification is available.

+ You may download the results as a ".csv" file (compatible with Microsoft Excel) by clicking on the "Download" button.

« The results for files containing more than 10,000 students will be available as a download only.

File Upload Options
Select a File to Upload (7] Show these students in the results:
(7] Browse... Check all that apply:
Students that match DES
Click here to upload your file: Students that don't match DES

File upload messages

(2] Check here to do a Direct Verification search (which
includes Medical Assistance data)

Results
Waiting for your file upload...

* Onthe left side of the screen is a search bar titled, File Upload.You

are able to upload the file you created and saved on your computer.

* Ontheright side of the screen are search options. You are able to
choose which format to search students in and how you want the
system to display your matches.
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File Upload:

Case Numbers

1. Click | Browse.. |to upload the Excel file you created.

£} Home > File Upload

CNP Direct Certification / Direct Verification & welcome Emily Molchan

File Upload

=, Print this page

+ Use this page to check the eligibility of a large number of students by uploading (or sending) a file to ADE.

The file upload must match one of the 4 upload formats (see the Help for more information), which defines the type of upload you are performing.

If you are unsure how to save a ".csv" file please refer to the Direct Certification Manual or contact your specialist at (602) 542-8700 for more information.
THE DIRECT VERIFICATION FUNCTIONALITY IS NOT AVAILABLE AT THIS TIME. Note: Direct Verification will become available on 10/1/2013.

The "Case Number Format" upload is only available when Direct Verification is available.

You may download the results as a ".csv" file (compatible with Microsoft Excel) by clicking on the "Download" button.

The results for files containing more than 10,000 students will be available as a download only.

File Upload
Select a File to Upload

Options

(7] Show these students in the results:

(7] Browse... Check all that apply:
Students that match DES
Click here to upload your file: Students that don't match DES
File upload messages
(2] Check here to do a Direct Verification search (which
includes Medical Assistance data)
Results

Waiting for your file upload...
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2. After you click | Browse.. | you will see a new window
appear. At this time you will locate the Excel file you

created, and click [ |,

- Search Desktop Fe

Organize = Mew folder ﬂ:: - [ @
q A . L& Shortcut Sl Shortcut o
. W Favarites \E 255 KB |£J 950 hytes
- Bl Desktop
|| Web-Based Step i PPT to Translate 'L! Sponsor Docs 16-17
Case Numbers e Bt —
1 Sponsor Docs 16, ¥ Copy of Direct Certification Aug 22 E
| Training Team d j_h:'l dailyeditchecksexceldec2013 Microsoft Excel Comma Separate...
— 1 5 iy 5
| NSLP LA Microsoft Excel Worksheet 411 bytes
. EMG
= Librari } t Menu Ll ! ;—TI disabled-student-special-diet-ord...
e Horanes ! File folder — | Microsoft Word 97 - 2003 Docum...
@ Documnents . T .
. wil ng | PDF | nstructions
o' Music w —j non-disabled-student-special-die... } Adobe Acrobat Document
[5] Pictures — | Microsoft Word Document | 145KB
B vidan- ke L, - e memm mme e = i
File name: Direct Certification Aug 22 - ’A“ Files (*.%) ']
[ Open I [ Cancel ]




Your File Upload search bar will show the Excel file you
created. The field should show the file ending in .csv as
shown below:

{ Home > File Upload CNP Direct Certification / Direct Verification 8 Welcogzﬁiaelz

File Upload

= Print this page

Use this page to check the eligibility of a large number of students by uploading (or sending) a file to ADE.

The file upload must match one of the 4 upload formats (see the Help for more information), which defines the type of upload you are performing.

If you are unsure how to save a ".csv" file please refer to the Direct Certification Manual or contact your specialist at (602) 542-8700 for more information.
THE DIRECT VERIFICATION FUNCTIONALITY IS NOT AVAILABLE AT THIS TIME. Note: Direct Verification will become available on 10/1/2016.

The "Case Number Format” upload is only available when Direct Verification is available.

You may download the results as a ".csv" file {(compatible with Microsoft Excel) by clicking on the "Download" button.

The results for files containing more than 10,000 students will be available as a download only.

File Upload:

Case Numbers

File Upload Options
Select a File to Upload () Show these students in the results:
() C\Users\arodig\Desktop\DirectCertReportAug22 csv Check all that apply:
[vIstudents that Match
) : - VI students that Don't Match
Click here to upload your file: Submit
Ml students with Upload Messages

The file must be a CSV file. Check the
end of your file name in the field. It
must end in .csv. If it ends in .xls, the
report will not run.
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3. Select how you wish to show match results by checking
boxes in the section, Show these students in the results.

‘Education ' To get a match result for all students
entered, check the boxes for :

grammrmere= 1o Students that Match;
» Students that Don’t Match; and
* Students with Upload Messages.

It Verification

File Upload:

f upload you are performing.

nq r It (602) 542-8700 for more information.
ase U e S jvailable on 10/1/2016.

Options

() Show these students in the results:

Browse. .. Check all that apply:

Mstudents that Match
Mstudents that Don't Match
¥l students with Upload Messages

Do not select the Check here to do
a Direct Verification search when
running a direct certification report.
This option is only to be used
during Verification activities.

[T] Check here to do a Direct Verification search
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File Upload:

Case Numbers

4. Click | Submit | to run the report.

Home File Upload ‘ tate Match Individual Student Lookup ‘ Repol Administration Help ‘ Commeon Logon Logout ‘

£ Home > File Upload CINP Direct Certification / Direct Verification

File Upload

Use this page to check the eligibility of a large number of students by uploading {or sending) a file to ADE.

.
* The file upload must match one of the 4 upload formats (see the Help for more information), which defines the type of upload you are performing.
+ If you are unsure how to save a ".csv" file please refer to the Direct Certification Manual or contact your specialist at (602) 542-8700 for more information.
® THE DIRECT VERIFICATION FUNCTIONALITY IS NOT AVAILABLE AT THIS TIME. Note: Direct Verification will become available on 10/1/2016.
® The "Case Number Format" upload is only available when Direct Verification is available.
* You may download the results as a ".csv" file (compatible with Microsoft Excel) by clicking on the "Download" button.
* The results for files containing more than 10,000 students will be available as a download only.

File Upload Optons

Select a File to Upload () Show these students in the results:

(2] C:\Wsers\arodrig\Desktop\DirectCertReportAug22.csv Check all that apply:

Students that Match
Click here to upload your file:

Students that Don't Match
Wl students with Upload Messages

(2] Check here to do a Direct Verification search

Results

Waiting for your file upload...
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Certification




Results of CNP

Direct
Certification

Match Results

Once you upload the file and click

Submit

, the window will refresh and

display your search results below the file upload search bar.

File Upload

Select a File to Upload

Optons

() Show these students in the results:

nts that Don't Match
nts with Upload Messages

@9 [ Check here to do a Direct Verification search

Please note, if you do not see

your results immediately on

your screen, continue to scroll

down as search results are

displayed underneath the
search bar.

(2] Check all that apply:
:Euzents that Match
ude
Click here to upload your file: Ml stude
Result:
File Upload Processed as: Case Number File Upload |
Aidaly Rodriguez 10/4/2016 1:19 PM
Direct Verification: No Matches, Non-Matches, Messages
10 5
5 5
5 0
0 o
Mat 1] 0
meless es 0
Record Number + Case Number Results Decision Date SHAEL AN MAL BEcsier L UBIR L RIC O
1|23569874 Match Al
2| 00059687 No Match
3| 15089687 Match A
4| 00485698 No Match
5| 00001235 Match A
6| 00459875 Match Y
7| 22659963 MNo Match
8| 14789547 Match i
912569852 No Match
10| 00014896 No Match

Short Case Number detected and leading zero(s) were added.
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Results of CNP

Direct
Certification

Saving Search Results

Match results must be kept on file to support why free meal benefits were
provided to students. Please make sure to print or download these results,
as you will not be able to retrieve them once you close the computer
window. Results are not saved in the CNP Direct Certification system.

& Print this page To print results, click the icon Print this page found at the top of
the screen. This print will include the results and a summary
box that contains information such as prepared by and date
prepared.

ek here 10 downiond your resas 21 To download results, click the icon Click here to download your
results found directly above the match results displayed on the
computer screen. Match results will be downloaded as an Excel
file. Please note, when downloading results, the summary box
that contains information such as prepared by and date

prepared will not be included.
If results are downloaded, as a best practice you should include the date
direct certification was conducted within the file name.

For example: Direct Certification is conducted on August 23, your file name should
be DCresultsAug232016.
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Results of CNP

Direct
Certification

Extending Eligibility

If a case number comes back as a Match, all enrolled household
members qualify for free meal benefits. This is referred to as
extending eligibility.
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Results of CNP

Direct
Certification

If a Case Number Does Not Match

When a case number is not found in the agency’s SNAP or TANF database,
the words No Match will be listed next to the case number. Please note, this
does not make the household’s eligibility paid. The categorical application
remains in effect as do the free meal benefits for the household members.

Households are given the opportunity to provide a case number either for
the child or for any household member. The categorical eligibility of any
household member in an Assistance Program conveys free meal benefits
through the Child Nutrition Programs to all children in that household.

The CNP Direct Certification system only searches for case numbers for
individuals between the ages of 3 and 21. If the household provides a case
number on the household application that belongs to a member 21 years or
older, the system will not be able to identify it and the case number will
appear as a No Match.

Please refer to the memorandum HNS Memo 13-2016 CNP Direct Certification
Enhancements as well as the Eligibility Manual for School Meals for further
guidance on searching for case numbers.

5o


http://www.azed.gov/health-nutrition/files/2016/10/hns13-2016-cnp-direct-certification-enhancements.pdf
http://www.azed.gov/health-nutrition/files/2016/10/hns13-2016-cnp-direct-certification-enhancements.pdf
http://www.azed.gov/health-nutrition/files/2016/10/hns13-2016-cnp-direct-certification-enhancements.pdf
http://www.azed.gov/health-nutrition/files/2016/10/hns13-2016-cnp-direct-certification-enhancements.pdf
http://www.azed.gov/health-nutrition/files/2016/07/2016-eligibility-manual-for-school-meals.pdf

True or False: Once you see the results, you are done with direct
certification.

A. True.
Comprehension B. False.You have to email ADE to let them know you did direct
Check certification. Once you do that, you are done.

C. False.You must download or print your report and keep it on
file. Once you have downloaded and/or printed the results, you
are done conducting direct certification

&
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Comprehension

Check

True or False: Once you see the results on the screen, you are
done with direct certification.

A. True.

B. False.You have to email ADE to let them know you did direct
certification. Once you do that, you are done.

C. False.You must download or print your report and keep it on
file. Once you have downloaded and/or printed the results,
you are done conducting direct certification

All LEAs must keep these results on file. They can be downloaded
and saved electronically, printed out, or both. The key is that you
must be able to access the results at any time.

&
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FAQ: Results of
DC Report

Do I need to download my results or can I just print the webpage?

Whichever method works better for the user. Upon request, the LEA
must provide to ADE a copy of the original report and the date CNP
Direct Certification was conducted. Please see slide 48 for details on how
to print or download results.

File Upload

Select a File to Upload

(2]

Results

Click here to upload your file:

Options

> Show these students in the results:

Check all that apply:

lstudents that Match
[¥]students that Don't Match
MIstudents with Upload Messages

&> [ check here to do a Direct Verification search

File Upload Processed as:

Case Number File Upload

Praparsd byt

Aidaly Rodriguez

Data Praparad:

10/4/2016 1:19 PM

[
Click here to download your results: ==

Direct Verification: No Displaying: Matches, Non-Matches, Messages
Records Procassad: 10 validation Errors Found: 5

Matches Found: 5 Non-Matches Found 5

SNAP Matches: 5 MA Matches: [}

TANF Matchas: o Foster Matches: ]

FDPIR Matches: o Migrant Matches: o

Homeless Matches: o

Record Number * Case Number Results Decision Date LN LR T AL s LR LT Upload Message

1| 23569874 Match ¥
2 | ooosese7 No Match Short Case Number detected and leading zero(s) were added.
3| 15089687 Match Y
4 | noasseos No Match Short Case Number detected and leading zero(s) were added.
5 | oooo1235 Match A4 Short Case Number detected and leading zero(s) were added.
6 | 00as9875 Match ¥ short Case Number detected and leading zero(s) were added.
7 | 22659063 No Match
8| 14789547 Match ¥
o | 12560852 No Match

10 | 00014896 No Match Short Case Number detected and leading zero(s) were added.
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FAQ: Results of
DC Report

Would ADE accept my CNP Direct Certification report if I copied the
Match and No Match results onto an Excel spreadsheet?

ADE will ask to see the original report created from CNP Direct
Certification. The LEA must keep the original search results format
from the webpage or downloaded results. As long as the LEA has at

least one copy in its original form, the LEA can copy the results into their
own format.
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FAQ: Results of
DC Report

On my results page, if there is a Decision Date next to the student, do their
free meal benefits begin on that date?

No. When the system provides a match under the column, DES Results, it also
provides a date listed under the column titled, DES Decision Date. For
purposes of certifying students for free meal benefits, we disregard the DES
Decision Date and record the date the CNP Direct Certification was

conducted.

Record Number « Case Number Results Decision Date SNAP TANF MA FOSTER FDPIR  MIG HOM

1 12356478 | No Match
2 15458798 | Match |°3f’31f 5 ‘ Y | | ‘
3 01565898 | No Match
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FAQ: Results of
DC Report

On my results page, is it ok if the column, Decision Date, is blank?

Yes, it is ok if the column Decision Date is blank on the results report. For
purposes of certifying students for free meal benefits, we disregard the
DES Decision Date and record the date the CNP Direct Certification was
conducted.
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FAQ: Results of
DC Report

My results page states my file is invalid, what do | do?

* If you receive this error you must ensure the following is correct:
* the file you uploaded has the word CASE typed in the first row first column (cell Az);

* case numbers were entered in the correct format; and

* your file was saved as a CSV (Comma delimited) file.

Results

File Upload Processed as: Invalid File Format value detected

Preparaed by: Aidaly Rodriguez Date Preparad: 8/16/2016 10:33 AM

Direct Verification: No Displaying: Hatches, NOH-“BtCl‘IES, “ESSBQES

Fecords Processed: validation Errors Found: 0

Matches Found: Non-Matches Found:

SNAP Matches: MA Matches:

TANF Matches: Foster Matches:

-BE-RN-RE-|

FDPIR Matches: Migrant Matches:

[=RE=R ===

Homeless Matches:
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Technical Assistance

If you have any questions about directly certifying students
for meal benefits, use:
* The Eligibility Manual for School Meals and the
various other How To Guides at:

For other questions about Direct Certification,
please contact your School Nutrition Program Specialist.


http://www.azed.gov/health-nutrition/nslp/programguidance/
http://www.azed.gov/health-nutrition/nslp/programguidance/
http://www.azed.gov/health-nutrition/nslp/programguidance/
http://www.azed.gov/health-nutrition/nslp/programguidance/
http://www.azed.gov/health-nutrition/nslp/programguidance/

Congratulations!

You have completed the Step by Step Instruction: How to Conduct
Direct Certification using File Upload: Case Numbers.

In order to count this training towards your Professional Standards
training hours, the training content must align with your job duties.

Information to include when documenting this training for

End OfTraining Professional Standards:

- Training Title: Step by Step Instruction: How to Conduct Direct
Certification using File Upload: Case Numbers

* Learning Code: 3120
* Key Area: 3000- Administration
* Length: 1 hour

Please note, attendees must document the amount of training hours indicated on
the training despite the amount of time it takes to complete it.
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End of Training

Requesting a Training Certificate

Please click on the link below to complete a brief survey about this
training. Once the survey is complete, ADE will create a certificate
of completion and email it to you within 10 business days.

https://www.surveymonkey.com/r/OnlineHowToGuides

The information below is for your reference when completing the
survey.
Training Title: Step by Step Instruction: How to Conduct Direct
Certification using File Upload: Case Numbers

Professional Standards Learning Code: 31220
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https://www.surveymonkey.com/r/OnlineHowToGuides

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA)
civil rights regulations and policies, the USDA, its Agencies, offices, and emcfloyees, and
institations participating in or administering USDA programs are prohibited from
discriminating based on race, color, national origin, sex, disability, age, or reprisal or
{jegc[z)lfgt/on for prior civil rights activity in any program or activity conducted or funded by

Persons with disabilities who require alternative means of communication for program
information (e.g., Braille, large print, audiotape, American Sign Lan_7uage, etc.) should
contact the A%ency (State or local) where they applied for benefits. Individuals who are
deaf, hard of hearing or have speech disabilities may contact USDA through the Federal
Relay Service at (800) 877- 33;);. Additionally, program information may be made
available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program

Discrimination Complaint Form, AD-3027, found online at

http://www.ascr. usda.%ov(comglaint filing cust.html, and at any USDA office, or write

a letter addressed to USDA and provide in the letter all of the information requested in

the form. To request a copy of the complaint form, call (866) 632-9992. Submit your

completed form or letter to USDA bﬁ:/: 1) mail: U.S. Department ofq riculture, Office of
ts

the Assistdnt Secretary for Civil Rights, 1400 Independence Avenue, SW, Washington,
D.C. 20250-9410; (2) fax: (202) 690-7442; or (3) email: program.intake@usda. gov.

This institution is an equal opportunity provider.
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